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The Customer’s Guide to DPS 



Requesting Delivery 

To request a delivery of your personal property, log into the DPS system, then click 
the Shipment Management tab at the top of the page. 
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Requesting Delivery 

You will need to confirm your delivery 
address and contact number(s) before 
making your request to ensure the 
Transportation Service Provider can 
contact you to confirm delivery.  Click 
on “View/Edit Shipment Info” (1)  to 
make any required changes (see the 
Updating Personal Information How-to 
Guide for details).   
 
Before requesting delivery, the 
Current Status column should be 
Arrived or Storage-In-Transit SIT (at 
either destination or origin).  If the 
property is still in-transit (or hasn’t 
been picked-up yet) the Transportation 
Service Provider may not  be able
 to confirm delivery.  
 
 
  

To make a delivery request go to your ‘Customer Shipments Main Page’ from the Shipment 
Management tab, then click on the blue link “delivery request” (2) for the shipment you want 
delivered. 
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> Click:  [+] Main 
> Finally click: [+] Manage Shipments 
> Then click:  Shipments(s) and Status 
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Requesting Delivery 

On the Delivery Request 
screen you will see the current 
delivery address (PRIDLV) and 
your new address (REQDLV) 
along with spaces provided for 
your request.  This spaces are: 

 
1. Your First Requested Delivery 

Date (primary date). 
2. Second Requested Delivery 

Date (alternate date). 
3. Any special instructions* about 

your delivery or residence the 
Transportation Service Provider
 should be aware of in advance. 

4. For partial delivery**, you will 
need to provide the specific 
inventory numbers for the Transportation Service Provider. 

**Partial deliveries items are item numbers directly from the inventory, and not specific 
items in a box, the entire box/item number will be delivered.    Not all DOD Customers are 
authorized ONE partial delivery with a government move of personal property.  Please 
contact your local PPSO for additional information. 
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*Special Instruction examples are:  Narrow /Curvy Driveway, Elevator (small or freight 
available), limited parking or street parking only, and similar reasons that may affect the 
movers and their equipment. 
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Requesting Delivery 

At any time, you can go to your ‘Shipment Requests’ screen (also under Manage 
Shipments) to monitor any/all of request(s) you’ve made.  This screen will not show 
if the request has been accomplished, however, you will be able to provide dates the 
request(s) were made and the type of request(s) being made. 
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